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Remember your campus 
administrator designates 
who can create events.

Having trouble?
Contact Greg Rodriguez at the Office of 
Instructional Technology 210-527-1400.

Professional Learning 
should be entered in to the 

school calendar. School 
events should be entered 
into the Events calendar.
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Begin by selecting your 
calendar from any 
calendar page.

Next, choose the date 
you would like to add an 
event to.

3
Login with your 
assigned username 
and password
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Enter your details and 
click submit.
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